5. Right-click mouse anywhere on the View Paycheck page and choose “Select All” from the menu.
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All fields will be selected or highlighted on the paycheck

6. After all the fields are highlighted, right-click mouse again anywhere on the View Paycheck page and
select “Print Preview” from the menu. This will launch another window with the paycheck you selected.
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The Paycheck is now in Print Preview mode
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7. To ensure the Paycheck prints on a single page, the following settings must be updated each time the
Paycheck is printed:

a. Onthe menu bar:
i. Select 1 Page View from the first drop down list.

ii. Select As Selected on screen from the second drop down list.
iii. Select 50% from the third drop down list.
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8. After the printer settings are updated, select the Printer Icon at the top left of the menu bar

9.
pages from printing along with the Paycheck.
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Select Printer
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Enter either a single page number or a single
page range. For example, 5-12
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From the Print dialog box - Page Range, select Pages and enter 1. This will prevent additional blank
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Find Printer...
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